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How To Amend An Approved Project

1 In Search Box, type "GSI - Find Projects". Click on "GSI - Find Projects" under Tasks
and Reports.
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2 Click on "Projects and Project Hierarchies" field, then select "Project Hierarchy".

3 Select your Cost Center.
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4 Check "Include Subordinate Project Hierarchies" box.

5 Click "OK".
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6 Click on the Project that you want to amend.

7 Click "Additional Data" tab.
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8 Scroll down to "Activity" box. Enter "@" VP Name, to pull up the "search" box.

9 In addition to VP, also include the CFO (Dan Stoltzfus) and the Business Asset
Accountant (HoangNga LuTan).
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10 Add in requested change and reason for change.

11 Click "Post"
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12 Must be approved by VP and CFO. Check back to "Activity" box to see if request
has been approved.




